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ACTS: 

I FR3f: Deputy Coaptmlier 

I SUBJliCf : Ccasmoc Employee Index Iftatbe? 
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k. The advantages of having & common employee index number fax* use by 
all components of the Agency again became evident during the development of 
procedures fcy this Office for the preparation of Foma tf-2, Withholding fax 
Statements, to incite hone addresses. C om m on reference mashers wowld have 
been very helpful in correlating by machine methods esployee addresses from 
personnel locator record* with payroll record*. The correlation was poaaible 
for vouehered fund* employe** only by cross-referencing the personnel masher 
and the payroll noaher by creating a apecial reference file. Considerable 
tine and effort van ueeeesary to establish the cross-reference file. 

■ f 

2. The previous proposal of a coraaon employee index masher baa been 
reviewed. It In believed that a modification will result in a method which 
would have the obvious advantages, but without the security problem* and 
d lead vantages which attributed to the prior proposal being set aside. It 
ia therefore recommended that the possibilities of utilising a casern employee 
index nussber be evaluated am proposed herein. 

3* fh* propoaal am recemmended Incorporates the following features: 
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later be reesgitoyed m* a staff employee, Ms basic austoer 23*56 would 
again be used. 

b. Staff areata and personnel essayed under contract, who are 
appointed In pseudonym and whose records are kept its paeiJi^K^ . would 
bare an Index number assigned to their pseudonym free a special roster 
maintained by Finance Division for this purpose. 

c* The eewana inis* nwdber for staff eagtoyees would be used ia 
conjunction with mat all references to an eseploye* * s case on classified' 
records. It would be used on personnel docimsetitation, reports, payroll 
records, account ins records, dales, etc. 98* c c e won index mafcer has 
a potential of helm extended for see by many Agency component* which 
are near sains acne other font of camployee identification number. 

4. ffc* Index saafeer would not be used in connection with a trot 
rate* on unclassified fonts, correspondence , cables, or other Witten 
or graphic Material which would go outside of the Agency. By “outside' 
of Id* Agency la Meant to an individual, fins, or organisation , other 
than an Agency Officer or office, The master would be seed vith the 
pratoye in classified correaponflence , cables, reports, etc., to and 
frost Agency offices outside of Headquarters , both: domestic and overseas- 
Use of the ga b ber oa various classified reports and in classified commu- 
nications to one of toe Major advantages: of toe- proposal. 

Administration of the proposal would be facilitated by incorporating 
the following procedure* t 

a. Premafecr ed personnel recced cards would be prepared by JfccMw 
Records Division in units as required. Arbitrary blocks ef-mafters would 
be used but net aseaaaarily in regular stgaence, Hto af each aeries of 
mmfeers would be controlled by HKD. This would-, avoid duplication- Assign- 
sent in this Manner would minimise to* possibility of determining the 
strength or rapidity of recruitment from current index ssafeera. 

fe. ft* blocks of prematofTcd persecmel cards could be shuffled to 
any extent desired and parceled out to all individuals or components in 
toe Office of Personnel responsible for assigning latex ambers. The 
premmtesrtog of toe cards would eliminate toe possibility of assigning 
to* same matter to more than one individual . It would also expedite 
assignment stone cambers would to available to more than o me location 
rather than being restricted to a tog or roster to one 
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«• Alphabetical aad awferieal Hots of enployee# would be 
prepared lm amber files sad furnished by 8 ©D to Agency ceaponent* 
requiring such lists for reference purposes. 

5* Sfcs proposal would base tbs following aftveatagest 

». The vide variety of ambers bos la ass throughout tie Agency 
**d the labor required to maintain the separate rosters of those various 
systems vould be substantially reduced. 

b. labor Involved in the biannual nutlpamt of payroll numbers 
1 » the fiscal payroll in order to reestablish the alphabetical sequence 
of the manse vould be eliminated. 

e. Irror# due to siail&rity of names* aisspelled aaaes, identical 
aaaes* or illegibly written aaaes would be eliminated. Baa aad muaber 
provide a better control than none alone. 
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e. Correlation by aaehiae proceas would be poeeible between payroll 
records and personnel records. Kaporte of certain types would be possible 
which cannot mm be chtained by a*chlae or are far sore expensive than they 
would be if a eowsem miafcer were used. Such reports would include insurance, 
training* passports, badges* security categories* etc. 

f* Correlation of payroll records aad psresaal address records 
would be possible to place addresses on tf- 2 *s at the aad of the tax year 
without the use of a cross -reference file. 

g. Consolidation of staff employee pay aad advance account records 
would be possible by aachlne to summarise outstanding indebtedness or 
credits due an employee for clearance purposes when an employee resigns 
or transfers between funds. 

h. Consolidation of retirement records could be considered for 
***** employees carried on vouehsred sad confidential funds. One posting 
would be possible to the font 2806 , Individual Betireasnt Card* for 
employees cftrried on both funds during the sane year. At present* each 
payroll office asintalas its own record and makes a. separate posting 
each ttae an employee transfers between funds. 
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rrrLir^!! f* “g^”*** 1 *>— »• *** afiio. 

il^LLfl 2 "" p,Mat procedures upon transfer of an e«lone. 

^ * ******* *® **& receive two ( 2 ) W~ 2 ’. for theitmms^tax 
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U *ti4'tte^p^f r * nt **" *” < * Ti0 “ “* • to '* ia •» con.UNrt.4 to «™i- 


r *! . C ? Us ?’® ov *f,. *° * common esployd* Index msber would <»yn« 

«I**¥fa*re ^Ll* 5 * Qttie* °T **» Cawgfcroller and 

y 8 f dltioa * 1 clerical assistance 

x °* r **“ 1 **® antil the conversion cm a& be completed. 


to a ?tri r ? ! i Ch * Q 8 * 1 frog> «“ •Iffefcbetical arrangement of payroll records 
SLL2f *5 * 3p ** a ** ,l * nt *e«ia result in all tim and Attendance 

"TSK? la ma&er ai4aT i"™** each slSu 
oserat^L^i^hif ** sa alphabetical order far distribution at the 
aperating level, mis number sequence say require nor* tdm in «'•— 

^^eata in order to arrange me reports and/or pay cheats for dlstri- 
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me disadvantages recognised are discussed in the follow*?:,* para- 


+ _ , ** f* ^cognised that any major conversion fro* one method 

2 £££ ***** ^ However, the extra JlkUmZ 

the ' J inc * onc * **»• recwds were completely changed, 

continuing economies resulting from the new procSS. 


hi* n *SH JP* V0 !f cb * red l*yroll is scheduled to w»fc» its 

VZTL * % *** ******** <* « 5 # caleSar 
STlittS'aJIS <2^***° *** Propomui system at that time would 
? Aff *?f ftce ** '•**• *°**i work load. The majority of 
aM 9 °^ J* ma ln *&« Finance Bivislon where botl/payroll 

a^ ae^mg record, would require conversion. In aMitioS^Sere 

***? ******* aotlfyihg the field stations to adopt a new 

Accords MSsio^m a l^f J «*^ ia ^ nfU * i ® tt 91 ma * b * r *' The Machine 
ores eivi * io » sufficient advance notice can prepare master 






% 






A^rgve^( 


A ? 


vec 

•> 


Lor Release 2001/08/09 : CIA-RDP78-05747A0001 001 6001 8-3 


■1 


Approved For Release 2001/08/09 : CIA-RDP78-05747A0001 001 6001 8-3 


25X9A2 


list* of employee* showing the present payroll nuabsr and the 
personnel a tasker to be adopted vhlch would serve as the basis 
for conversion. It is also suggested that, if desired, a member 
of the Technical Accounting Staff amid be detailed to assist Is 
planning sad effecting ths changeover in the Finance Division. 

b. Tin none important disadvantage le the extra work which the 
conversion night cause in s Halted masher of offices ss a result of 


having to sort checks and Tine sad At tendance Reports free a numerical 
sequence to an alphabetical sequence for convenient distribution. An 
examination of the alletaeat groups of vouchered funds oayroll for 



,, a ay appreciable increased workload Imposed 
wr would be lifted to comparatively tm adsiaistra- 
a^fleers and tins and attendasce clerks. The seniority of them 
would have only a nasinsl change is their workload, if any. It is 
pramumed that sobs kind of rearrangement at reports and checks la 
made under current procedures to segregate them hr work units within 
an allotment group and that this practise would be continued under any 
applicable procedure. In e xpe n sive sorting devices or aids undoubtedly 
facilitate whatever sorting is necessary in any component where there 
is a large number of employees. The possibilities of sorting the 
payroll records by M a chine to an alphabetical arrangement prior to 
preparation of the lime rad Attendance Reports rad cheeks were consid- 
ered but deemed impracticable because' of ths large number of cards 
Involved and the Image masker o t sorts which would be required. 


6* It is raoesssendsd that the modified proposal as stated herein for 
a unifora employee index number be evaluated by your Off lee for the purpose 
of determining it# feasibility frsm sa overall Agency viewpoint. He shall 
be glad to, cave a seeker of the Technical Accounting staff work with you 
in coaneetiom with year review of this matter. 


9 . It is requested that prompt attention be given to your review of 
me matter so that if it is eo s clu & ed to adapt the proposal it can 1ms lapis- 
seated as of the beginning of calendar year 195®. This involves, of course, 
the necessity to prepare ant issue appropriate detailed Instructions veil 
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to advance of the current year-end to ail headquarter* and field congsouent* 
affected. 
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Distribution: 

Or i* . dt 1 — dddr esae ie 

1 - Fiscal Division 
1 - Finance Division 
1 - MB 

1 - Signer'* Copy 
A - MB Subject 
1 - ©SS 

1 - tM Beading 
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